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501 TA366: Leave Donation Process

Leave Donation Process Overview

The Leave Donation Process in Cardinal does not allow employees to enter a donation leave request
(DLR) directly. Employees who wish to donate leave to another employee should follow agency policy
and procedures.

Use the Adjust Absences pages to manually create the appropriate balance adjustments for the donor
and recipient (similar to the way you make balance adjustments for other leave types) for both leave
donations and the return of unused donated leave. The Donated Leave Usage Report Query
(V_TA_DONATED_LEAVE) can be used to identify unused leave that should be returned.
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Entering Leave Donation Adjustments

1. Navigate to the Absences page using the following path:

501 TA366: Leave Donation Process

Cardinal HCM > Global Payroll & Absence Mgmt > Payee Data > Adjust Balances >

Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

| EmpliD[begins with »| 00000073500 x|

Empl Record|= ~ 0
Pay Group| begins with s ||SEMIMNTHLY
Calendar ID| begins with s ||SMLV201701
MName|begins with s
Period Begin Date[>=____ v|
Period End Date[==____ v]

[Jcase sensitive

@@ |0

-
| Search | Clear | Basic Search [BF Save Search Criteria

Favorites = | IMain Menu » Global Payroll & Absence Mgmt» > Payee Data = > AdjustBalances » > Absences

2. Enter the donor's Empl ID number.

3.  Select the Pay Group.

4.  Choose the Calendar ID for the pay period the balance adjustment should occur. This is the

period the leave is to become available to the recipient.

5. Click the Search button.
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501 TA366: Leave Donation Process

Absences

Employee ID 00000073500

Empl Record O
Pay Group SEMIMNTHLY Description Sem

Pay Entity COWA

Calendar ID SMLV201701 Begin Date 0110V2017 End Date 01/24/2017

Balance Adjustments Parsonalize | Find | View All | @] E First ‘4 1of1 ) Last

Element Name Description Balance Adjustment Begin Date End Date Comments

DLR DOM ELEM | JDLR Donate Element I 15ID1|’1D.~'ED1? [ [D1/24/2017 @I [+ [=]

[Slsave |[G" RetuntoSearch |[+5] Previousin List |[45] NextinList |[[Z]Notity |

6. The Absences page displays.
7. In the Element Name field, select DLR DON ELEM.

8. The Begin Date and End Date prefill based on the calendar selected. These prefill after you select
the Element Name.

9. Inthe Balance Adjustment field enter the appropriate hours as a positive amount of leave that
should be donated by the donor. For this scenario, enter 16 hours.

10. Click the Comments icon.

0000073500 Name DEBORAH MOORE Empl Record O
EMIMNTHLY Description Semi-Monthly Salaried AM Pay Entity COVA
MLV201701 Begin Date 01/10/2017 End Date 01/24/2017
s Personalize | Fing | Lemél.l.,l-ﬂl:@ Eisst ' 1oi1 b last
Description Pl for Absence Entitlement 3
Help
DLR Donate B
Absence Comments
Search ||| Empl ID: 00000073500 Name: DEBORAH MOORE Empl Record: 0
Pay Group: SEMIMNTHLY Description: Semi-Monthly Salaried AM
Calendar1D:  SMLV201701 Begin Date: 01/10/2017 End Date: 0172412017
Element Name: DLR DON ELEM Description: DLR Donate Element Balance Adjustment: 16.000000

Adjustment Comments

Comments: Donating 16 leave hours to John Wandless ODDODZ4BSOD|

Last Update User 1D:

Last Update Date/Time:
|| Ok || Cancel |

.:Er

11. The Absence Comments pop-up window displays. Enter the appropriate comments.
12. Click the OK button.
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13.
14.
15.

16.
17.

18.
19.

Time & Attendance Job Aid

501 TA366: Leave Donation Process

Absences

Employee ID 00000073500
Pay Group SEMIMNTHLY
Calendar ID SMLWV201701

Balance Adjustments

Element Name Description

DLR DOM ELEM |, DLR Donate Element

|[Eisave |5 Returnto searcn | [+5] Previous in List
—

FJ_CARDINAL- All | Search

%Favoriles - | Main Menu ~ > Global Payroll & Absence Mgmt -

Name DE

Description Semi-Monthly Salared Al Pay Entity COWA

Begin Date 0111

Balan

45| Nextin List

2 | Advanced Search  [G Last Search Results

> PayeeData~ > AdjustBalances~ > Absences

BORAH MOORE Empl Record 0

02017 End Date 01/24/2017
Parsonalize | Find | View Al | 2| & First ‘4 10f1 "2 Last

ce Adjustment Begin Date End Date Comments

16.000000|[01A02017 |[H) (01242017 |5 G

Bl =

[=] Motify

The Absences page returns.

Click the Save button.

For this scenario, the adjustment was made for the donor, now the adjustment must be made for
the recipient. Click the Return to Search button.

Find an Existing Value

Search Criteria

Empl ID[begins with ] [J0000249500
Empl Record[=_ ~]
Pay Group|begins with_|[SEMIMNTHLY
Calendar ID| begins with »|/SMLY201701
Name[Begins wih V]
Period Begin Date
Period End Date

O case sensitive

Favorites | Main Menu - > Global Payroll & Absence Mgmt» > PayeeData~ > AdjustBalances - > Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

HE 00

|' Search I' | Clear |Basic Search B Save Search Criteria

Enter the Empl ID number.

Choose the Calendar ID for the pay period the balance adjustments should occur. This is the
period the leave is to become available to the recipient. This should match what you input for the

leave donor.
Click the Search button.

The Absences page displays.
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501 TA366: Leave Donation Process

Favorites + | Main Menu + >

Absences

Employee ID 00000245500
Pay Group SEMIMNTHLY
Calendar ID SMLV201701

Global Payroll & Absence Mgmt» >

Fayee Data» > AdjustBalances» > Absences

Name JOHN WANDLESS

Empl Record 0
Pay Entity COWVA
End Date 01/24/2017

Description Semi-Monthly Salaried Al
Begin Date 01/10/2017

||[@t Returnto Search  ||[=] Notify |

|[F]save

Balance Adjustments Personalize | Find | View Al | ] = First ‘&' 10f1 ‘&' Last
Element Name Description Balance Adjustment Begin Date End Date Comments
DLR REC ELEM Q1 DLR Receive Element 1J1I1||201 [H [D1r2472017 EJ [+] [=]

20. To adjust the recipient’s leave, select DLR REC ELEM for the Element Name.

21. For Balance Adjustment, enter the hours as a positive number to increase the balance. In this

scenario, enter 16. The Begin Date and End Date fields prefill.

22. Click the Comments icon.

Element Name: DLR REC ELEM Description: DLR Receive Elemant Balance Adjustment: 16000000

Adjustment Comme

Comments: Receiving 16 hours of leave from Deborah Moore Empl 1D 00000073500

Last Update Date/Time:

Last Update User ID:
I Ok I| Cancel |

Personalize | Find | View ALV B Eirst (0 1054 ) gt
liption Pl far Absence Entitlement b
Help

Receive

Absence Comments
ch | |3 Empl ID: 00000249500 Name: JOHN WANDLESS Empl Record: 0

Pay Group: SEMIMNTHLY Description: Semi-Monthly Salaried AM

CalendarID:  SMLV201701 Begin Date: 01/10/2017 End Date: 01/2412017

23. The Absence Comments pop-up window displays. Enter your comments.

24. Click the OK button to return to the Absences page.
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501 TA366: Leave Donation Process

Absences

Employee ID 00000249500
Pay Group SEMIMNTHLY
Calendar ID SMLV201701

Balance Adjustments

Element Name Description

DLR REC ELEM Q_ DLR Receive Element

| [Flsave Ig& Return to Search | |[%] Notify

Favorites v ‘ Main Menu v > Global Payroll & Absence Mgmt~ > PayeeDataw > AdjustBalancesv > Absences

Name JOHN WANDLESS

Description Semi-Monthly Salaried AM
Begin Date 01/10/2017

Empl Record 0
Pay Entity COVA
End Date 01/24/2017
Personalize | Find | View All | 20| [ First ‘4 10f1 ‘» Last
Balance Adjustment Begin Date End Date Comments

16.000000][01/10/2017 |[5) [01724/2017 |35 &2 ] [=]

25. Click the Save button.

26. The adjustment process has been completed.

Note: The donor and recipient absence balances update when the normal Calculate Absence and
Payroll process runs, which is generally daily. The donor’s leave balance will be reduced by the
donated amount and the recipient’s DLR balance will be increased by the donated amount. The
recipient can use the DLR hours after the Calculate Absence and Payroll process has run, even
though the leave adjustment is not visible to them. The balance adjustments are not visible to the
employee until the pay period has been finalized.
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Entering Leave Return Adjustments

1. Navigate to the Absences page using the following path:
Cardinal HCM > Global Payroll & Absence Mgmt > Payee Data > Adjust Balances >
Absences

Favorites ‘ Main Menu = »  Global Payroll & Absence Mgmt - » Payee Data = » Adjust Balances » > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

 Search Criteria

| Empl ID| begins with v| 0000073500 |
Empl Record| = [

Fay Group| beging with s || SEMIMNTHLY Q.

Calendar ID[begins with v |[SMLV201701| x|@

Mame|begins with
FPericd Begin Date
Period End Date[== |

[ case sensitive

= =

|| Search || Clear |Basic Search B Save Search Criteria

2. The Absences search page displays. Enter the donor's Empl ID number.

3.  Choose the Calendar ID for the pay period the return adjustments should occur.

4, Click the Search button.
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501 TA366: Leave Donation Process
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Favorites + | Main Menu +

Absences

Employee ID 00000073500
Pay Group SEMIMMNTHLY
Calendar ID SMLV201701

Balance Adjustments

Element Name Description

DLR DOM ELEM Q) |DLR Donate Element

All

> Global Payroll & Absence Mgmt ~ > Payee Data = > AdjustBalances ~ > Absences

Homg

= | Search # | Advanced Search  [G] Last Search Results

Name DEBORAH MOORE

Empl Record O
Pay Entity COVA
End Date 01/24/2017

Description Semi-Monthly Salaried AM
Begin Date 01/10/2017

Personalize | Find | View All | & ] & First ‘&' 10of1 '» Last

Balance AdjustmentfiBegin Date End Date Comments

o DIAEE |[5) 01242017 |[H) =

|[2h Returnto Search | |45] Previous in List ||45] NextinList ||[Z] Nofify |

5.  The Absences page displays. In the Element Name field, select DLR DON ELEM.

0. In the Balance Adjustment field, enter the hours that should be returned to the donor as a
negative number. In this scenario, enter -8.

7. The Begin Date and End Date will prefill based on the calendar selected. These prefill after you

select the Element Name.

8. Click the Comments icon.

Pl for Absence Entitlement

Absence Comments

M Empiio: 00000073500
Pay Group: SEMIMNTHLY
Calendar[D: ~ SMLV201701

Element Name: DLR DOM ELEM

Adjustment Comments

ETST s ) =13
%
Help
Name: DEBORAH MOORE Empl Record: 0
Description: Semi-Monthly Salaried AM
Begin Date: 01/10/2017 End Date: 01/24/2017
Description: DLR Donate Element Balance Adjustment: -2.000000

Comments:

Donated leave not used by John Wandless Empl ID POD00243500

I ok | cancel |

Last Update User ID: v_TA_AM_ADMINISTRATOR

.

Last Update Date/Time: 03/30/2017 10:26:14AM

9. The Absence Comments pop-up window displays. Enter the appropriate comments.

10. Click the OK button.
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501 TA366: Leave Donation Process

: Homg
¢ CARDINAL
All -~ | Search # | Advanced Search  [G] Last Search Results
Favorites = | Main Menu - > Global Payroll & Absence Mgmt ~ > Payee Data = > AdjustBalances ~ > Absences
Absences
Employee ID 00000073500 Name DEBORAH MOORE Empl Record 0
Pay Group SEMIMMNTHLY Description Semi-Monthly Salaried AM Pay Entity COVA
Calendar ID SMLV201701 Begin Date 01/10/2017 End Date 01/24/2017
Balance Adjustments Personalize | Find | View Al | B9 = First ‘&' 10of1 '/ Last
Element Name Description Balance Adjustment Begin Date End Date Comments
DLRDCONELEM |Q, DLR Donate Element -3 (NEANENEE |5 0172472017 |[5) =]
||Zisave §5" Returnto Search |[5] Previous in List |[+5] Nextin List ||[Z] Notify |

11. The Absences page returns. Click the Save button.

12. In this scenario, the adjustment was made for the donor, now the adjustment must be made for the
recipient. Click the Return to Search button.

Favorites - | Main Menu = » Global Payroll & Absence Mgmt - > Payee Data = > Adjust Balances » > Absences

Absences

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

w Search Criteria

Empl ID[begins with | D00D024350) x
o
Pay Group|begins wilh_|[SEMIMNTHLY
SMLV201701
Name| begins win V]

Period Begin Date| ==
Period End Date| ==

!I
M (L0

O case sensitive

| seach || Clear | Basic Search B Save Search Criteria

13. The Absences search page displays.
14. Select the Pay Group.

15. Choose the Calendar ID for the pay period the return adjustments should occur. This should
match what you input for the leave donor.

16. Click the Search button.

Rev 3/30/2017 Page 9 of 11



’)Cardinal Time & Attendance Job Aid
v

501 TA366: Leave Donation Process

> § =
3 CARDINAL =
I7 v | Search * | Advanced Search [G] Last Search Results
Favorites « | Main Menu ~ > Global Payroll & Absence Mgmt~ > Payee Data » > Adjust Balances ~ > Absences
Absences
Employee ID 00000249500 Name JOHN WANDLESS Empl Record 0
Pay Group SEMIMNTHLY Description Semi-Monthly Salaried AM Pay Entity COWVA
Calendar ID SMLV201701 Begin Date 01/10/2017 End Date 01/24/2017
Balance Adjustments Personalize | Find | View Al | B2 ] First ‘4 10f1 '» Last
Element Name Description Balance Adjusiment jBegin Date End Date Comments
DLR REC ELEM  |Q ] DLR Receive Element g4 (0171072017 [H [01/24/2017 |5 [=]
|[F]save ||[@h Returnto Search ||+ Previousin List ||J=] NextinList ||[=] Notify |

17. To adjust the recipient’s leave, select DLR REC ELEM for the Element Name.

18. For Balance Adjustment, enter the hours as a negative number. In this scenario, enter -8.

Personalize | Find | Visw ALY | @ Eirst ' 1of4 'k Jast

[ Pl for Absence Entitlement x
Help

eive

Absence Comments
B Empl ID: 00000249500 Name: JOHN WANDLESS Empl Record: 0

Pay Group: SEMIMNTHLY Description: Semi-Monthly Salariad Al

CalendarID:  SMLV201701 Begin Date: 01/10/2017 End Date: 01/24/2017

Element Name: DLR REC ELEM Description: DLR Receive Elemant Balance Adjustment: -2.000000

Adjustment Comments

Comments: Returned donated leave not used by Deborah Moors EMPL |D [D000007 3500
UserID: v_TA_AM_ADMINISTRATOR Last Update DateTime: 03/30/2017 10:33:53AM
| oK | Cancel |

19. Click the Comments icon.

20. The Absence Comments pop-up window displays. Enter an appropriate comment based on the
adjustment being made.

21. Click the OK button to return to the Absences page.
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¥ CARDINAL

Favorites v | Main Menu

Absences

Employee ID' 00000245500
Pay Group SEMIMNTHLY
Calendar ID SMLV201701

Al ~ | Search

Name JOHN WANDLESS

Description Semi-Monthly Salaried AM
Begin Date 01/10/2017

* | Advanced Search [G] Last Search Results

> Global Payroll & Absence Mgmt~ > Payee Data » > Adjust Balances ~ > Absences

Empl Record 0
Pay Entity COWVA
End Date 01/24/2017

Balance Adjustments Personalize | Find | View All | ] @ First ‘4 1 of 1

Element Name Description Balance Adjusiment Begin Date End Date Comments

-5| [MIAERE |5 0172472017 |5
[Eh Return to Search =] Previous in List 4=| Nextin List [ Notify

DLR REC ELEM Q, DLR Receive Element

P Last

=

22. Click the Save button.

23. The adjustment process has been completed.
Note: The absence balances update when the normal Calculate Absence and Payroll process
runs, which is generally daily. The donor’s vacation balance will be increased by the returned
amount and the recipient’s DLR balance will be decreased by the returned amount. The balance
adjustments are not visible to the employee until the pay period has been finalized.
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